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^2735.1 STANDARDS OF CONDUCT 

rSee Memorandum dated June 17 , 2003. sub ject: U.S. Department of Justice Guidance Reg arding 
Use of Race by Federal Law Enforcement Agenc ies.) 

2735.11 Authority 




In confonnance -with and through the autliority of (as applicable and as may be mot 

superseded &om time to time) 28 CFR 45.735, Executive Orders 1 1222, 12674, and 12-^3 ] sTp^S? 
5 CFR 752. 5 CFR 2635, 41 CFR 101, 18 USC 201-209, and 31 USC 1349(b) (and other statutes and 
regulations as may be appUcable), the following Standards of Conduct are established for tlie Drug 
Enforcement Administration. 

2735.12 Purpose and Scope 
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A. Purpose 

1 . To promote and maintain the highest levels of integrity and conduct of DBA personnel. 

2. To inform personnel of the standards of conduct and integrixy expected of them as employees of 
DEA. 

3. To inform personnel of the potential penalties imposed for breaches of the standards expected of DEA 
employees. 

4. To instill confidence in the DEA work-force by the American public. 

5. To ensure DEA's law enforcement mission is not impeded, restricted, or otherwise adversely 
influenced by employee-actions or inactions. 

6. To maintain an ethic and atmosphere within the agency in which both professionalism and integrity 
are requisite attributes of all employees. 

B. Scope 

1 . This section covers both regular employees and special Government employees, except where 
specifically excluded. 

2. The absence of a specific regulation of conduct covering an act which tends to discredit DEA or tlie 
employee does not mean tliat such an act is. condoned, permissible, or would not result in 
disciplinary /adverse action. 

3. Violation of any provision of this issuance may subject the employee involved to appropriate 
disciplinary/adverse action including removal in addition to any penalty prescribed by statute or 
regulation. 

4. The commission of four (4) acts of misconduct within a two (2) year period may be grounds for the 
removal of the employee, regardless of the nature of the offenses committed. 

2735,13 Responsibilities 

The intent of the disciplinary system is not to stifle the spirit of the well-intended employee but to guide 
the employee to the proper conduct, while at the same time ensuring the integrity of tiie agency. Willful 
violations, especially those involving integrity, criminal activity, serious violations of the code of 
conduct, incidents involving alcohol and weapons, alcohol and official government vehicles or miy other 
violations that affect the employee's ability to perform the job or affect fiie agency's ability to keep Hie 
faitli Avith tlie public it serves, will be dealt witia severely and in a strict manner. However, ujiintended or 
inadvertent mistakes made in performance of duties in pursuit of DEA's mission or made while off duty 
will be dealt with fairly, swiftly and compassionately. 

A. Supervisors. It is the responsibility of DEA's supervisors, officers, and officials, in addition to their 
duties and responsibilities as employees of this agency, to: 

1 . Set and maintain high standards of personal conduct as an example to employees. Supervisory 
personnel will be held to a higher standard of conduct given their status as managers. Failure to act in 
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response to a situation that the supervisor was or should have been aware may subject the supervisor to 
disciplinary action or other appropriate meaaurGS. ■ 

2. Ensure that the work-areas and personnel assigned under the supervisor's authority are free of sexual 
harassment and discrimination or other acts of employee misconduct and that persons conduct 
themselves without regard to the personal characteristics or identtfying traits of others (e.g.: race, 
gender, ethnicity, nationality, or reUgion). Further, supervisors will ensure that all employees iii their 
area of responsibility are informed of DEA's policy prohibiting sexual harassment and receive training 
on a continuing basis with respect to their rights and responsibilities. 

3. Review and take appropriate action on complaints of sexual harassment and other discrimination. 
Every supervisor shall advise each employee who comes to the supervisor with a report or complaint of 
sexual harassment of the avenues of redress provided by 2713.3 . 

4. Ensure that all employees in their area of responsibility are informed of DEA's standards of conduct. 

a. New employees will be requhed to read the complete text of this section within 1 week 
after entrance on duty. (A copy of this section is to be included in the orientation handout 
packet which is to be given to all new employees.) New employees will certify that they 
have received a copy of, have read, and are familiar with this section. This will be 
accomplished by completion of the employee certification statement on DEA Form 439, 
Supervisor's Checklist for Job Induction. 

b. All employees will be required to certify annually that they have read and understand tl:e 
contents of this section. DEA personnel vrill annually certify that he/she has read the DEA 
Standards of Conduct on DEA Fonn 460, Performance Rating, at the time the annual 
performance work-plans are issued by the supervisors. 

c. ♦•'■Employees must complete Exliibit 1/2735.13, Office of Inspections Standards of 
Conduct Questions, as part of the annual certification required in paragraph 2 above, and 
return the document to their supervisor.** 

5. Initiate, if appropriate, or request initiation of appropriate investigative and/or corrective action when 
an employee violates DEA's standards of conduct. 

6. Observe and monitor the conduct, performance, and/or actions of tlieir subordinates for potential 
substance abuse problems. Where appropriate, referrals should be made to the cognizant agency officials 
and make appropriate supervisory referrals as necessary. 

B. Employees. It is the responsibility of each employee to: 

1 . Maintain the highest standard of honesty, integrity, professionalism, and impartialiiy in his or her 
■conduct, and encourage others lo do so also. 

2. Observe DEA's standards of conduct. 

3. Consult, as appropriate. Ids or her supervisor or the Office of Personnel when in doubt about any ■ 
provision of DEA's Standards of Conducx. Follow and comply with the directions, orders, guidance and 
policies of his/her supervisors and senior managers, as well as the applicable orders, policies, 
regulations, and laws of DEA, DOJ, and the Federal government. 
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4. Report, as appropriate, the misfeasance or malfeasance of other employees. 

2735.14 Interpretation and Advisory Service 

The Chief Counsel is designated as t)EA counsel m accordance with 5 CFR 735.105, and shall as 
appropriate, provide legal advice, guidance and assistance with respect to the interpretation of matters 
relatmg to ethical conduct, particularly matters which mvolve potential conflicts of interest. 

2735.15 Employee Conduct " 

A. General 

1 . DEA personnel are prohibited from engaging in any criminal, infamous, dishonest, or notoriously 
disgraceful conduct or other conduct prejudicial to DEA, to ihe Department of Justice or to the 
Government of the United States. DEA personnel shall always conduct themselves in a professional 
manner and will follow applicable pohcy, directives, orders, and standards in their actions. 

2. DEA persoimel, as members of the law enforcement community, occupy positions of trust and shall 
refrain from omissions or commissions of conduct in their off-duty hours which will hnpact influence 
impede, or in any way affect their DEA responsibilities. 

3. The following standards of conduct are tiie prescribed minimum acceptable behavioral guidelines for 
DEA persoimel. These standards are not to be considered all-inclusive and may be supplemented by 
DEA as necessary. These standards may be amended, modified, interpreted, or supplemented fhroueh 
ihe issuance of pohcy directions, instructions, orders, or other similar guidance as may be issued from 
time to time by the appropriate management personnel. Such guidance, when issued, shall continue in 
effect until rescinded or until it expires on its own tenns. 



B. Financial Interest 



1 . An employee, hs or her spouse, minor child, or member of his or her immediate household related by 
blood is prohibited from havmg a direct or indirect financial interest tioat conflicts substantially or 
appeai-s to conflict substantially witii his or her DEA duties and responsibilities. 

2. An employee shall not engage in, directiy or indirectly, a financial transaction as a result of or 
primarily relying on information obtained tlirough his or her DEA employment or with anyone who is a 
party to an official matter of DEA interest. 

a. A conflict of interest may exist even though there is no reason to suppose thattiie 
employee will, in fact, resolve the conflicting situation to his or her personal advantage. 

b. An employee is permitted to have a financial interest or engage in a financial transaction 
to tlie same extent as a private citizen not employed by DEA so long as it is not prohibited 
by Executive Order 1 1222, 28 CFR 45.735, Section 2734, provisions of tiiis section, or 
other appropriate guidance, policy or regulations. 

c. For additional guidance regarding statements of employment and financial interest see 
Section 2734. 

C. Gifts, Gratuities, Entertainment, and Favors 
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1 . An employee may not accept or solicit sny gift or gratuity which could possibly indicate a conflict of 
interest or create an. appearance of a conflici or of improprioty. 

2. This does not preclude an employee from: 

a. Accepting food and refreshments of nominal value in the ordinary course of a luncheon, ■ 
dinner, or other meeting held on a personal basis. 

b. Accepting unsolicited advertising or promotional material such as pens, pencils, noie 
pads, calendars, or other items of nominal value in quantities in which such items are 
normally distributed. 

c. Accepting bona fide reimbursement for actual expenses for travel other necessary 
subsistence for which no Government payment or reimbursement is made, if compatible 
■witli the restrictions set forth in 28 CFR 45.735, and not otherwise prohibited by law. Tliis 
does not allow reimbursement for excessive personal living expenses, gifts entertainment, 
or other personal benefits, nor does h allow an employee to be reimbursed for travel on 
official business Under DEA orders where reimbursement is prohibited. See Comptroller 
General's decision B128527 (46 Comp. Gen. 689). 

3. Employees are required to report all gifts, decorations or gratuities (including travel expenses) 
received from foreign officials or governments which have an estunated value of $50 or raore^ Tliis 
reporting requirement extends to gifts received by an employee's family members. A gift or decoration 
from a foreign official or government with an estimated value of less than $225 (as may be amended 
from time-to-time, 41 C.F.R. ] 01-49.001-5) may be retained by the employee or his or her family 
member. Gifts valued at $225 or more are considered Government property and the Office of 
Administration will determine tlie disposition of such gifts. 

4. An employee may not solicit a contribution from another employee for a gift to an official superior, 
make a donaiion as a gift to an official superior, or receive a gift from an employee who receives less' 
pay than himselfOierself. Excluded from this regulation are truly voluntary gifts of nominal value or 
donations on a special occasion, such as marriage, illness, retirement, or death. 

D. Speeches, Lectures, and Publications 

1 . An employee of DEA cannot accept a fee or remuneration from an outside source for a public 
appearance, a speech, a lecture, or a publication when its content came fi:om official data or ideas which 
are not public information. 

2. An employee shall not engage in teachmg, writing or lecturing (with or without compensation) that is 
dependent on information obtained as a result of his or her Government employmeni except when either 
(1) that information has been made available to the general public or .(2) .the Deputy Attorney General 
gives written authorization for the use of non-public information on tiie basis that the use is in the public 
iiiterest. 

3. The Copyright Act of 1976 provides that any article, manuscript or other writmg prepared by an 
officer or employee of the United States Government as part of that person's ofEcial duties is a "work of 
the United States Government." The act further provides that such "Government works" cannot be 
granted a copyright. 
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E. Employment Outside of DEA 

1 . Benefits, The tenn outside employment means any type of employment exclusive of DEA 
employment, including self-employment, employment by a third party, hobby-income, or participation 
m any busmess venture, whether or not there is anyprofit to the employee. Self-employmeni includes 
any participation or interest hi a business, coiporation or fianchised operation. It includes any promotion 
or sale of items on behalf of a company, franchise, corporation, busmess, spouse, relative or friend. 

2. Exclusions. O.utside emj^loyment does not include the ownership of stocks and bonds and an 
employee's personal management of investments of this kind; nor does outside employment include the 
ownership of income producmg real estate, as long as the employee does not in any manner utilize 
official time or facilities to manage such property. The management of real estate owned by third 
parties, however, is considered outside employment. This includes any employment as a "Resident 
Manager" of an apartment building or complex,"" even though the only pay received is in the fonn of 
reduced personal rent of the employee. 

a. **Certain volunteer activities are riot considered outside employment. Services must be 
truly voluntary, result in no compensation to the employee, and be provided on the 
employee's own time. They cannot interfere or be inconsistent with the employee's federal 
job duties. 

b. Some acceptable volunteer activities arc coaching and leading youth activities, donating 
time to nonprofit activities, helping senior citizens or disadvantaged persons, community 
programs, or religious activities.** 

c. DEA personnel who seek to engage in volunteer activities such as those listed above in 
subparagraphs a. and b. need not obtain the approval required in paragr^aM below. 

3. Prohibitions. 

a. No employee shall engage'in" any outside employment which will create or appear to 
create a conflict of interest, reflect adversely upon the Department of Justice, or in any 
manner interfere with availability or the proper and effective performance of the duties of 
his/her position. See 28 CRP, Section 45.735-9(f). 

b. **No employee may engage or participate in outside employment which involves or 
requires that he/she carry a firearm in association or fulfillment of that employment. 

c. No employee may engage or participate in outside employment which involves or 
requires the execution or performance of la\y enforcement duties or quasi-law enforcement 
duties.** 

4. Use of Appropriated Funds. Employees who have secured approval to engage in outside employment 
are not authorized to use appropriated funds or items purchased or leased through the expenditure of 
appropriated funds in furtherance of their outside employment. While not all inclusive, use of the 
following items are also proliibited in the pursuit of non-DEA activities: 

a. Government office space. 

b. Government vehicles or Government-furnished transportation. 
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c. Other Government employees, including courier or messenger services. 

d. Franked envelopes or franlced mail stickers. 

e. Typewiiers, word processors, reproduction equipment, bulletin boards, telephone 
service. 

Any other item or service purchased by appropriated fimds. 

5. Specific Restrictions on Outside Employment 

a. SES Employees. Employees in the SES require the approval of the Attorney General 
before tliey may engage in outside employment 

b. Special Agents. DEA Criminal Investigative (Special Agents) personnel, due to the 
nature of their jobs, are limited in the types of outside employment for which they may 
apply. In addition, Criminal Investigative personnel, given their often imprcdictable time 
schedules, generally do not have hours of work conducive to many types of outside 
employment. Outside employment requests will often conflict with one or more of the 
restrictions listed in subparagraph 3 or 4 (above), and accordingly (in those mstances) is 
prohibited. 

c. Other Core Series Personnel. Requests from other core series employees (GS-lSOl, GS- 
1810, GS-132, and GS-1320 and any other classification which is designated as a core 
series) require careful scrutiny by the immediate supervisor of the individual concerned. 
The supervisor should pay particular attention to the restrictions listed above. 

d.. Non-core Series Personnel. Requests from non-core employees require a review by the 
immediate supervisor who, at his/her discretion and after conducting his/her review of the 
application, may favorably recommend requests for outside employment that do not conflict 
with the above restrictions, or exceed twenty hours per week for employees at grades GS-09 
and below and alesser number of hours for those at GS-11 and above. Note: Some 
employees, such as attorneys, have additional restrictions. 

6. Request and Authorization for Outside Employment 

a. All DEA employees must have received the appropriate approvals prior to engaging in 
outside employment. To obtain prior approval, an employee must present a DEA Form 478 
to his or her immediate supervisor. The supervisor will concur or non-concur on the form 
and forward it through chaimels to the Deputy Assistant Administrator for Personnel for 

-final approval/disapproval. In the case of SES Employees, the request will be forwarded 
Through appropriate channels to the Deputy Attorney General. 

b. Employees in foreign posts of duty must also have the approval of the Ambassador, 
before engaging in outside employment in the host country. 

c. Only after this process is complete may an employee begin his or her outside 
emplo3mient. 

7. Annual Requirement 
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a. Employees who maintain outside employment with the same ouxside employer, in the 
same or similar capacity as previously approved, m-ust submit anew request on DEA Form 
478 annually between January 1 and January 31 . Changes in outside employment must be 
approved prior to beginning flie new employment. Disapproved requests will be returned 
promptly to the requester, 

b. DEA personnel are specifically cautioned that inaccurate or untruthful submissions made 
in support or concurrent with an apphcation for outside employment may result in 
disciplinary action and/or denial of the outside employment.application. 

F. Gambling, Betting, and Lotteries. DEA personnel are not to engage or participate in gambling, 
betting, or management of lotteries while on Government-owned or leased property or while on official 
duty, except in tJie maintenance of an undercover identity or in approved fand raising activities. . 

G. Use of Government Property 

1 . All employees are required to properly use and protect all equipment and supplies issued to or used by 
them. DEA personnel are to safeguard property in their possession, control, or work-area. Govenmient 
property will only be used for officially approved purposes and will not be used for personal use or 
benefit, except for such de minimus use which involves negligible or no expense to the Government and 
does not interfere with or otherwise impede official business. This limited authority, i.e.: to make de 
minimus use of government property or materials, does not permit an employee to access 
administratively controlled information for Ms or her personal use nor to access informational databases. 

2. Government mail privileges may only be used for the following (in addition to the forwarding of 
official correspondence): 

a. The forwarding of a job application to DEA Headquarters for a DEA vacancy and/or" for 
DEAs annual application rating process. 

b. The submission of an employee grievance in accordance with Section.2771 , DEA 
Grievance Procedures. 

c. The forwarding of a response to a proposed adverse action to DEA's Deciding official in 
accordance with Section 2752, Discipline, Adverse Actions and Appeals. (DEA mailing 
privileges shall not be used to file appeals to the Merit Systems Protection Board or other 
adjudicatory body or to correspond with an employee's representative or attorney. 

d. Communicating with or forwarding pertinent information to EEO counselors or 
investigators or filing initial appeals with the Equal Employment Opportunity Commission 
or the DOJ Complaints Adjudication Office. 

H. Purchase of Seized Property. No employee of DEA may knowingly purchase, or have another person 
purchase on his or her behalf, property from the Federal government that was seized by DEA or anotlier 
Federal agency during an investigation n which employees of DEA participated. Further, no employee 
may disclose to another person any information concerning such property (i.e., appraised value, etc.) 
which would give that person an advantage over other prospective bidders at auction, 

I. Official Government Vehicles. Official Government vehicles (OGVs) shall only be used for official 
purposes. 3 1 U.S.C. 1 349(b). The term official purposes will be interpreted strictly and will not be 
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construed to encompass the mingling of official business with personal business. Use of an OGV for 
ti'anaportation of employees between their domiciles and plauea of cmploymenx can only be justifled 
when affirmatively authorized by statute, as in 31 USC 1344. 

1 . The term Official Government Vehicles includes not only those vehicles assigned to DEA's fleet but 
also those vehicles which may be leased and rented and/or loaned to DBA by other agencies aaid entities 
to include vehicles rented or obtained pursuant to an agency travel orders, acquhed under a government 
credit card.or under the terms and conditions of the govemment car rental contract with varioiis car 
rental companies. This terra also" includes aircraft and other modes of transportation. 

2. OGVs shall be operated safely and prudently at all times. DEA personnel shall drive defensively and 
shall exercise due care in the operation of a vehicle. Except in exigent enforcement activities, DEA 
personnel shall obey all regulations, statutes, ordinances, and/or other applicable guidance in' their 
operation of a veliicle. Even in exigent enforcement operations, vehicles shall be operated with due 
regard for the safety and preservation of human life. 

3. An employee who williully uses or authorizes the use of an OGV for other than official purposes is 
subject to disciplinary/adverse action. Title 31 USC 1349(b) provides a minimum 3Q-day suspension for 
an employee who willfully uses or authorizes the use of any official Government owned or leased motor 
vehicle or aircraft for other than official purposes. 

4. For the purpose of this section, willful use includes but is not limited to unauthorized. use witli or 
without illegal intent, intentional disregard, or plain indifference to statutoiy or regulatory reqxiirements. 

5. Wliile not all encompassing, listed below are some examples of instances wherein the use of die OGV 
is not authorized: 

a. Operating an OGV without possessing a valid state driver's license from the state, 
territory or possession where currently assigned. (State driver's license includes those issued 
by the District of Columbia, Puerto Rico, or a territory or possession of the United States.) 
The license must be in the operator's possession at all tinies while driving an OGV. 

b. Using an OGV to visit relatives, Mends, acquahitances, etc., when such visits are not 
conducted for official business purposes. 

c. Using an OGV to transport any individual when such individual is not in an official 
business capacity. 

d. Transporting children to and fiom school or a spouse or firiend to and from work even 
tliough the school or place of work is on the regular route to the operator's official duty 
station. 

e. Using the OGV for tlae express purpose of transporting or towing of personal property 
when not related to official business; i.e., transporting furniture, gardening equipment and 
die like or towing boats and/or trailers. 

f. Pemiining an unauthorized person to operate an OGV. 

g. Using an OGV solely for commuting purposes or for transportation between a person's 
residence. Storage of an OGV at an employee's residence is permissible only when 
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authority is obtained in accordance v/ith the Agents Manual, Section 6124, and the 
Adminiatrative Manual, Subsection 0325.5. 

b. Traveling to and stopping at a drinking establishment when not in the interest of official 
business. General discussions of official business relating to enforcement activities 
conducted in a bar or cocktail lounge do not constitute ofQcialbusiness. 

i. Using an OGY for personal business such as leaving the duty station or residence to cash 
paychecks, to pay bills, drop off or pick up mail, pick up dry cleaning, grocery shopping, 
etc. 

j . While under the influence or after the consumption of alcohol. 

k. Leaving the scene of ah accident, or not cooperating with appropriate authorities 
conducting an investigation of an accident or other vehicle related incident or inquiry. 

6. Alcohol related incidents involving DEA employees operating an OGV or privately-owned vehicle 
(POV) will be handled as follows: 

a. Tlie SAC, CA, or Office Head will immediately suspend the certification for the privilege 
of home-to-work utilization of an OGV for any employee involved in .an alcohol-related 
incident operating an OGV or POV. 

b. This suspension will remain in effect until such time that the SAC, CA or Office Head 
feels confident that the offense is atypical of the employee's normal conduct and that 
recidivism is unhkely. In no event shall the suspension of the home-to-work driving 
certification be less than 60 days. In reaching this decision, the Employee Assistance 
Program (EAP), EAP Clinician, or other agency designated health official may be 
contacted. 

c. The suspension of an individual's home-to-work certification will be reported in a 
teletype to Headquarters, (attention: OPR, HB, and HPMH). "When an ihiividual's home-to- 
work driving privileges are restored, reasons supporting the decision shall be articulated via 
memorandum to HB. Tins memorandujn to HB will be for informational purposes only, but 
HB can request additional if deemed appropriate. 

d. SACs, CAs, and Office Heads are accountable for carefully exercismg good judgment hi 
making tliese determinations. In certain limited chrcumstances employees may transport 
dependents in an OGV when the dependents are accompanying them to quasi-social 
functions to which they have been invited in their official capacity. Prior approval must be 
granted before an OGV is use for such reasons. Employees should contact the Office of 
Personnel for additional guidance as needed. 

7. Use of OGV's in foreign areas is also governed by embassy and other additional DEA policies and 
guidance. 

J. DEA Records and Official Information. Employees will comply with all applicable regulations, 
guidance, and policy regarding the safe-guaxding, review, and removal of documents by DEA personnel, 
tiie maintenance of personal papers by DEA personnel, and the security and integrity of official records. 
No employee shall: 
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1. Intentionally destroy, mutilate, remove, falsify, conceal, alter, or make an unauthorized copy of anv 
Goverrnnent record for hia or her own purposes. 

2. Make a false or fraudulent statement or create any false document. 

3. Use information which directly or indirectly comes to that employee by reason of his or her 
employment with DBA for fmancial gain for himself/herself or for another person or make any other 
improper use of such information. 

4. Communicate, furnish, transmit, or otherwise divulge privileged, administratively controlled or 
classified information to an unauthorized person. 

5. Acqiiire, distribute, or maintam (either intentionally or in a negligent manner) administratively 
controlled, privileged, or classified information fioin another agency, person, or entity under false 
pretenses. 

K. Employee Indebtedness. No employee is to fail, without good reason, to honor in a proper and timely 
manner all debts acknowledged by him or her to be valid, reduced to judgment by a court, or imposed bv 
law, and to provide satisfactory settlement thereof. 

L. Employee Testimony and Accuracy in Official Documents 

1 . DEA personnel, when directed to do so by appropriate authority or during the scope of their official 
duties, must tesrify or respond to questions under oath as required. This duty to respond fiilly and 
truthfully applies during administrative interviews and any other official agency business and is 
applicable whether the employee concerned is providing a statement about his or her own misconduct, 
the misconduct of others, observed facts, past recollections, opinions. Or is providing a written or oral ' 
communication upon which a trier of fact or other similar body or forum will or may have catise on 
which to rely or consider. 

2. DEA personnel will testify truthfully in aU matters and will always be honest and forthright in any 
statement, communication, testimony they author, provide, condone, or otherwise cause otliers to rely 
upon. 

3. DEA personnel will recount and provide all facts, data, information, and any other form of evidence 
in a truthful and fully responsive manner. DEA personnel wiU not omit or distort facts or other 
information when questioned or when authoring, completmg, reviewing, or assisting in tlie drafting of 
reports or otlier official documents. DEA personnel will ensure documents are accurate and complete. 
Documents requiring sigitature shall not be signed unless read and confirmed as accurate, and it is 
incumbent upon the employee to ensure tliat any and all information he/she provides, whether orally or 
in writing, is accurate and complete 

4. In criminal matters in which the employee may be criminally prosecuted for his or her misfeasance or 
malfeasance, the employee may exercise his or her right against self-incrimination as afforded under the 
United States Constitution. In all other matters, the employee must respond fully to questions posed by 
appropriate personnel. 

5. DEA core series personnel have a heightened duty to ensure information or testimony they provide 
under oath (or affirmation) in written or oral form is accurate, complete, and truthful. Documents 
executed under penalty of perjury or in matters of official interest shall always be accurate and shall not 
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be signed unless read and are confirmed as accuraie. 

6. A DEA employee will not laiowingly permit others to create, promulgate, communicate, distribute or 
condone false, maccurate, or incomplete testimony, statements, or otJier written or oral coimnunication. 

M. Employee PoUtical Activity. The Hatch Act has been amended to lift many of the previous 
restrictaons regarding political activity. Career members of the Senior Executive Service remain covered 
under the previous restrictions of the Hatch Act. (Employees with questions on political activity mav 
contact the Office of Personnel or the Office of Chief Counsel.) 

1. DEA personnel can: 

a. nm as an independent candidate in partisan elections 

b. run as a candidate in a nonpartisan election 

c. register and vote as ihey choose 

d. assist in voter registration drives 

e. express opinions about candidates and issues 

f. contribute money to political campaigns 

g. attend political fund-raising functions 

h. attend and be active at political rallies and meetings 

i. join and be an active member of a political party or club 

j. sign nominating petitions 

k. campaign for or against referenduras, constitutional amendment and ordinances 

I. campaign for or against candidates in partisan elections 

m. distribute campaign literature in partisan elections (but not on duty) 

n. hold office in poHtical clubs or parties 

2. DEA personnel cannot: 

a. run as a partisan candidate in a partisan election 

b. use their official authority to influence or interfere with an election 

c. collect political contributions unless both individuals are members of tlie same union (if 
one exists) or employee organization and one solicited is not subordinate of tlie other 
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d. knowingly solicit or discourage the political activity of any person who has business ■ 
before the agency 

e. engage in political activity while on duty 

f. engage in political activity while in uniform 

g. engage in political activity while in an official vehicle 
h. solicit political donations from the general public 

i, wear political buttons or display other campaign items while on duty 
N. Employee Participation in a Riot or Civil Disorder 



1 . DEA persomiel will not participate or mcite any act of civil disorder against any instrument of a local 
or state goverament or against the Federal government if the purpose or aim of such disorder is to 
imdermine competent civil authority, cause anarchy, or disrupt tlie administi-ation of justice or the 
delivery of traditional governmental services. While DEA personnel retain theh constitutional rights in 
tlieir private capacities to free speech and assembly, DEA personnel must be aware that, as government 
employees, their actions are viewed and examined by others AVith great scrutiny and their participation in 
an act of civil disorder may erode the general public's confidence in the actions of a government's duly 
elected or appointed officials. 

2. DEA personnel convicted of a felony (any offense for which imprisonment is authorized for a term 
exceeding 1 year) by any Federal. State or local court of competent jurisdiction in connection with an act 
of civil disorder will, on the date of their conviction becoming final, be proposed for removal from their 
position with DEA. This penalty covers conviction of felony for: 

a. Inciting a riot or civil disorder. 

b. Organizing, promoting, encouraging, or participating m a riot or civil disorder. 

c. Insurrection. 

d. Aiding or abettmg any person in inciting, organizing, promoting, or encouraguig civil 
disorder. 

0. Misuse of Office and Coercion. DEA personnel will not: 

1 . Use his or her official position for private gain. 

2. Coerce or give the appearance of coercing any person to provide fmancial benefit to lihnselfOierself or 
to another person through the use of his or her office. 

3. Use his or her official position to give preferential treatment to another individual. 

4. Attempt to bribe or intmiidate public officials and/or witnesses. 

5. Conduct tmauthorized or illegal searches of premises, automobiles, or persons or deny tlie 
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Constitutional rights of others. 

6. Embezzle, steal, purloin, seU, convey, or dispose of in an unanthorized manner any record voucher 
money, substance, or tiling of value to the United States. ' 

7. Use liis or her position to sell, collect for personal use, or otherwise dispose of controlled substances 
in aa unauthorized manner. 

8. Use his or her position to tamper with or remove any evidence purchased, seized, or othervsdse in 
possession of DEA or one of its employees. 

9. Solicit or otherwise engage in personal business transactions which involve or give the appearmice of 
mvolving the use of official time or facilities. 

10. Glean or gamer information not commonly available to the general pubUc and use that information 
for nonofficial purposes. 

1 1 . Obstruct or attempt to obstruct an official investigation, inquiry, or other matter of official interest. 

12. Contact or in any way attempt to influence the DEA Decidmg Officials, the DEA Board of 
Professional Conduct or any other person or entity who has before him or her a pending disciplinary 
matter or attempt to influence the process involving a disciplinarv matter through indirect 
communications or pressiu-e. 

1 3 . Distribute or disclose information not commonly available to the general public for nonofficial 
ptirposes. 

P. Use of Intoxicating Beverages or Drugs 

1. DEA personnel will not consume or be under the influence of intoxicants in DEA offices or on 
Government property designated for the conduct of official business. 

2. DEA personnel will not consume or be under the influence of intoxicants during tlieh official dutv 
hours. ^ 

3. DEA personnel will not consume or be under the influence of intoxicants wliile operatinE an Official 
Government Vehicle. 

4. Off-duty DEA personnel subject to recall to duty shall not permit themselves to be rendered 
unavailable for duty through the consumption of intoxicants. 

5. Intoxicants deprive individuals of the normal clearness of intellect and personal control which a 
person would otherwise possess. As such, the use of such substances while on duty is inherently 
mconsisteni with the mission of this agency. DEA personnel shall not use a controlled substance except 
such substances as may be prescribed by a licensed physician for treatment of illness or condition or a^ 
contained in an over-ihe-counter medication. 

6. No employee will use a controlled substance except to treat a medical condition as prescribed by a 
duly licensed medical professional. Department of Justice Order 1732.2 designates all positions wiUiin 
DEA as sensitive. DEA is excluded from the provisions of Public Law 91-616 and 92-225 and all 
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regulations implementing these laws. Althoueh DOJ Ordpr ^T^T} ^ ».i. j 

drug problems from DBA employment DOJ Order 1792 lilW P'=^'^'^== P«P°°= with alcolio] or ■ 

problexns to .eck assistance u^der the E^iee Assilt^ce Pxog^^'^'"^^" ""* ^'^"^"^ °^ '^^ 

conditions and degrees of being uLdertieSei^^eLch.?"^;^^.^^^ '""^""^y =^=<=^Pt^d 

loss of muscnlar oonttol, stxon| oX of akSrhut also inH^ '^^ ^"'' f '""''^ '^'''^' ^^^^ stare, 
.alcoholic beverages or iugs to any e "em - thil^^ttv ^"^^^^^y^'^P^^y^^ who lias consumed 
law or not, except a. may be duty and specifSfauttLM f ^ '^ '^'^^^^^^^ ^der applicable state 
requirement fliat an employee's deJreeSSe^ he T. • ^,r^5'=°7^'- "P^^^^tion. There is no 

appropriate testing or liat. tf such feslg iTScted ft^^^^^^^ f ^f ^ '^='='"^y ^y 

above a certain level ^ Conducted, that the blood alcohol of the employee be at or 



Q. Unprofessional Conduct 



will be mind&l that their conduct and demeanor r^fletJ^rH ?^ f '^'f ' P"'^"°- Employees 

actions do not reflect unfavorably Sn DeTno em.lovt^ ^T T" °^^ "''^ ^" ^"^'^^ *^t *eir 
disgrace or disfavor upon DEror S a mamer thS ^11 r^^ "^ " ' ""T' ^^'^^ ^" ^"^^g 
or attack the efforts of this agencj ^r ils pe~ 1 ^'"''"^ ^'''"' '° ''"=^^°"- "'''^^^^ 

^issrt^:'^rs:ij*srs;pr^^"^'^r ^^ ^°'^^ ^^ ^"^^^ 

also applies to Confidential Source oontocte ^ Wr rSfi^ Tf f ™'^ '^P^''*^- ^'^ P^Wbition 
financial or business contacts v^4 i^dSalTofftJni,?. ^T" T'^^'"' ^^^^^^ =°=i^. 

are to strictly maintain only the Sutttd S^o^X^'t^TeS ''^''°'''' 

cnmmals, or vnih individuals, engaged a criminally violativeltivTt? "^°"°^'=- l^°wn 

LtriSaf Sut'thf Sro^^^^^^^^^^^ -^^°?- '= *° -ord.conversations of ' 

^est^s.der.eauS.rtSSr-=;S^^^ 

S. Occurrences an Employee Must Report to His/Her Supervisor: 

1 . At] employee must mform his or her supervisor whenever he or she rii^rh=,r,i„= , f 

accordance wdtli Agents Manual Section 6122 excent wh^n t,^ "^'^^^Ses a fu-earm, m 

winch firearms training is conducted ^ "^^""^'^ "' ' ^"'"S ™ee or other area in 

wlXheT^hf h^L'tS^mtu^^^^^^^^^ 1?^= °' her supervisor any arrest and any instance 
traffic violations while ope^aS^on^Govem or detained for questioning. Minor 

violations involving a fine or collatera" of sTfTr l.I^ ^' 'T^ "= ^""^^ '''°'^^'°°= °' other traffic 
With an official Government vell^s^S^t^p^rled^r^^Sr^rS^^^^^ 

inst cef " '"'"'' "''"'^ °^ °*" ^^^""'^"^^ -^* '^^ ^^P^^-^d and is not limited to the above 
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T. Reporting Situations Whieli Reflect on the Integrity of an Employee or on DEA Alleeatinr,. „. 

1. A:iY employee who has any infomiation which indicates or alleges that anotiier emDlovee of DP A ■ 
engaged m nnproper or illegal activities in violation of these standards of conduo ^1 STechaSl 
report such mfonnation to his or her supervisor or directlv tn the nffir-^ ^f p of. 7"' ^^"^"lately 
(^..Planning and Inspection Manual Section 830^" of Professional Responsibility. 

2. No employee may make a malicious report of misconduct or misfeasance against another HP a 
employee or any other individual, If a supervisor receives a report of m.wfcL W she rJ^^^^ 
determmation whether the matter can be handled at the local level or represents a seriouflT ^ . ' 
warrants reportmg to the Office of Professional ResponsibL (See ^TSw TdZZlT "^ 
M^ual. Section 8121 .) Consultation with the supex^sor's <Zi:L^:^^^^i':i:T.ho.M 
be obtained m questionable circumstances. uuiciais snoiud 

p^erS^dt^nf wSrS<-™7^''""T'*' '^T' "^^ '"'^'°^''' ^PP^--* ^^ employment or 

V. Sexual Harassment and Other Unprofessional Conduct. Sexual harassment is a fonn of cmnlovPP 
misconduct v,hrch undermines the integrity of the employment relationshTp It desfro^moSrS 
mterferes with the work productivity of its victims and the victim's coworkers Eve^ DF A . T • 

[^t'^nd oft;, ir? T ?n ^f-'''"' '= ^^^^-^"^ sexu^^teassreSlis rv7o°lo„ o7S^^^^^^^^^ 
law and of these Standards of Conduct. Sexual harassment is defined in 2713.3 of tliis Manual Thnt 
section also explains a victim's options to complain about and seek relieflv^seL^ hara^snL? 

W. Quid Pro Quo Harassment 

1 . Unwelcome sexual advances, requests for sexual favors, and other verbal and phvsical cor,rii,rt nf 
sexual nature const tute sexual harassment when (l)submission to such conduct ?smde eTther 
explicitly or implicitly a tenn or condition of an employee's employment or f 2Tsi^b™,r. 7n 

XiTa? "^' ^°"'"'=' '' - ^"•^'^"^ '^ -^' - ^ ^- forSK^t^eSoraS ig the 

2. A supervisor who uses explicit or impUcit coercive sexual behavior to control influence or aff.rt ,^ 
career salaiy. or job of ah employee is engaging in sexual harassment. WlSle not aM encomp^^f 
listed below are some examples of conduct which could constitute sexual hara=,n,™t l^T u ^' , • 
appropriate d.ciplinai,/adverse action, up to and including Z:^:^:':^:^^:^^'";:^^:;;^ 

a. Giving or promising personnel actions in exchange for sexual favors. ■ 
' CO JdtS' " "^"'^""^ '^"'°°"^' ^^'^""^ "'''^^'^ ^ ^^^^''^^^ «f^" to engage in sexu^ 

0. Requiring an employee to tolerate sexually offensive behavior in order to retain the job 
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conduct has^ the purpose or effect of affecting or interfering with an individual's work performance or " 
creating an nxtznndating, hpstxlc, or offcnaiyc working environment whether The activL is ™d OUi 
by a supervisor or a co-worker. Sexual harassment may be found when 1h. conduct. co^iderS 
context, wo^Jd be ^Umidatmg, hostile, or offensive to are.sonable person, regaxdkss of whete the 
ac or antended to offend. Either sex can commit sexual harassment. While not all encompassSe li ted 
below are examples of mstances which could result in appropriate disciplinary/adverse actioT 

1 . Displaying 'pinup' calendars, sexually demeaning pictures, or graffiti in the work place. 

2. Leaving offensive material on an employee's desk. 

3. DeHberate or repeated unwelcome sexually explicit remarks, jokes, or teasing. 

4. Maintaining or tolerating an office atmosphere pervaded by sexual slurs, insults, or innuendos. 

5. Subjectmg another employee to repeated unwelcome pressure for dates. - 

6. Requiring or pressuring employees to dress or behave in a sexually suggestive manner. 
L^oTkScf °' '''™'^"^ ""''''"^^' '''P^'''' entertainment in a work related context, at or away from 

8. Usmg or tolerating unwelcome, demeaning or inappropriate terms of address. 

9. Ostracizmg. or tolerating ostracism, of members of one gender by members of the other. 

10. Repeated or deliberate.unwelcome intentional contact with an individual's intimate bodv areas is 
sexual harassment (and may also be a criminal offense under applicable state law and/or an assault 
subject to mandatory reporting to OPR under Section 8308 of the Planning and Inspection Manual). 

Y. Retaliation. No DEA employee shall take any reprisal action against another employee for exercising 
tiie nght to file a report, an allegation to OPR, a complaint of disorimmation (mcluding sexual 
harassment), grievance, complaint of whistleblowing with the Office of Special Counsel or anneal 
hngagmg in an act of retaliation may subject the responsible employee to appropriate " 

diSGiphnary/adverse action independent of the merit of the complaint, grievance, or appeal. While not 
all encompassing, hsted below are some examples of actions which, if taken as a resuh of the exercise of 
a protected nght, could be considered acts of reprisal subject to disciplinary action: 

1. Inconsistent enforcement or increased severity of enforcement of existing rules, regulations and 
employee? "^ '^'^'''''''^ ^^ complainant to meet more suingent standards than other similarly situated 

bei^efS''^''^ ^ complainant of existmg assignments, duty station, responsibilities, privileges, or fringe 

3. Ostracism or verbal harassment of a complainant. 

Z. Employee Dress. DEA personnel on official duty will present a businesslike appearance at all times 
Except when authorized by their supervisor to use another mode of dress because of the nature of their 
regular job duties or as a result of the need to perform a special task or for other circumstance (e g 
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range training or undercover surveillance), employees will adhere 10 the dress standards described 
herein. Male employees -will wear dress shirts, tics and slacks. Suit or sport jackets will be worn when 
dealing with the public. Female employees will wear conservative dresses, dress slacks, or skirts and 
sweaters or blouses. All employees will be neat and well-groomed. DBA personnel will dress 
professionally when called to testify or are otherwise representing DEA in an ojBTicial capacity. 

AA. Employee Candor and Truthfulness. DEA personnel will be frank and honest m the perfonnance of 
their duties. PEA personnel will not create false documents or issue or utter false oral commtinications, 
provide false, misleading or inaccurate testunony, knowingly or negligently misrepresent facts, permit a 
known or suspected falsehood to continue unreported or unchallenged, or provide non-responsive 
answers to properly authorized officials such as supervisory personnel, prosecutors, or agency 
investigators. 

BB. Employee Hours of Work. Employees are expected to report and be at their posts of duty dimng 
tlieir regularly scheduled hours of work, except for authorized periods of leave and holidays. Employees 
shall be at their assigned post of duty atthe beginning of then shift of duty and shall remain at that post 
throughout the day, except for such breaks as may be authorized by supervisory persomiel for the 
employee's comfort or meals. Employees are not permitted to mdependently adjust their shifts or posts 
of duty without supervisory approval, 

CC. Insubordination. Employees shall follow the orders, directions, and policies of supervisors, 
managers, on scene commanders, and/or more senior officials, as well as all pohcies, procedures, 
regulations, and laws wliich govern their conduct or duties. Employees shall similarly obey the 
directions or commands of acting supervisory or management personnel. 

2735.16 Light Duty - Shooting Incident 

Any agent, directly involved in a shooting resultmg in injury or death, will immediately be temporarily 
assigned by the SAC to Light Duty not to exceed 5 days. HP will extend the 5 days if required. The 
Shooting Team will notify HP of the agents involved so that HP can coordinate the appropriate actions 
with the SAC. 

A. Wlaile on Temporary Light Duty the agent will not participate in any enforcement operations. 
Specific duties while in this status will be determined by the agent's immediate supervisor. Additionally 
while in this status, the agent will be afforded the option, subject to the approval of the SAC, of using up 
to 5 days of administrative leave. 

B. Within 10 working days of die shooting, the OfGce of Inspections will ensure that a preluninary 
investigation is conducted and presented to the Chief Inspector who will determme that the agent either 
be rettimed to nomial duty or placed into another status (administrative leave or Iknited duty). 

B. Deputized Officers mvolved in similar situations will also be placed into this Temporary Light Duty 
status; however, coordination with the parent agency must be ensured by the SAC. 

2735.17 Limited Duty 

A. Misconduct. All DEA employees who are involved in certain serious misconduct incidents may be 
placed on limited duty. **The Chairman, Board of Professional Conduct, is delegated the authority to 
place employees in a limited duty status during all or part of an advance notice period for a proposed 
adverse action.** While on limited duty for misconduct or allegations of misconduct incidents, DEA 
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Agents will not participate in surveillance, arrests, searches, seizures, or in tbe development of new 
enforcement matters. Any employee on limited duty -will nomially be assigned duties deemed 
appropriate by management within the appropriate DEA office. 

1 . An employee may be placed on limited duty when the employee is under investigation by the Office 
of Professional Responsibility (OPR) or at anytime when the employee's official superiors determine 
that the employee's conduct warrants such action See 2752.13 .2. A DEA Special Agent, or any other 
employee, who is placed in a limited duty status due to misconduct may be prohibited from operating an 
OGV, carrying a firearm, or carrying a DEA badge. The official placing the employee in the limited 
duty status will beresponsible for making the determination regarding the employee's restricted duties 
DEA credentials, or other identification, may be retained by the employee only to the extent requked to 
access his/her assigned work place or to perform specifically assigned duties. 3. DEA agents who are 
placed on limited duty must be assigned a tour of duty that will include two hours of scheduled 
Availability Pay m addition to their regular eight hour duty day, i.e. 1 hours per work day aiid 50 hours 
per work week.B. Medical. Lmiited duty can be defined as removing some or all of the normal duties of 
tlie assigned position fi-om the employee for a specific amount of tiine. For any employee who cannot 
perfoimthe functions of his/her job description, medical mformation should be submitted to the Office 
of Personnel, Health Services Unit (HPMH) for review prior to the employee's return to work. The 
incoming medical information should contain any restrictions his/her physician recommends. The Chief 
Medical Officer will review the inforaiation and advise whether the employee can reuim to full duty. If 
a Special Agent/Chemist cannot return to full duty, he/she will be placed on a medical advisory. The 
DEA Medical Officer will review the incoming medical infonnation for a noncore emmployee and 
telefax the fmdings to the respective supervisor. 

1 . Any employee may be placed on limited duty for medical problems. Placing an employee on limited 
duty is not to be construed as a disciplinary action. The management official placing an. employee on 
Umited duty will define what duties may or may not be performed by the employee while m this status. 
Sufficient medical documentation is required before an employeeis returned to full duty following a 
medical limited duty siTuation.2. SACs, LAs, CAs, and Headquarters" Officials .are delegated authority to 
place employees in a limited duty status for periods of 30 days or less. HP is delegated die authority to 
place an employee in a limited duty status for periods in excess of 30 days.3.' Any official who initially 
places an employee on limited duty will notify HP withm three (3) business days of this action. In 
emergency situations the notification requirement to HP must be accomplished *withm 24 hours. All such 
notifications will be in writing, and include notification to the affected employee(s).4. Employees who 
are placed on Umited duty will normally be assigned duties within the scope of their position, in 
conjunction with medical restrictions. Determinations as to whether they will be permitted to operate an 
OGV, carry a firearm or keep DEA credentials or badges will be made by the official placing tlie 
employee in a limited duty status and may be altered based on medical information. 

2735.18 Medical Advisory Notification 

A. Definition. Employees (specifically Special Agents, Chemists) will no longer be placed on medical 
restrictions as a result of a medical condition that prohibits the individual from" performing the full range 
of duties of the position. 

B. Medical Advisory Process. When a determination is made by the DEA Medical Officer that an 
employee has a medical condition, the Deputy Assistant Administrator for Personnel (HP) will send a 
medical advisory notification memorandum to the Special Agent m Charge (SAC), Country Attache 
(CA), Laboratory Chief (LC), Office Head (OH), or appropriate management official with a copy to the 
employee. The memorandum will state that the employee has a medical condition and identify any 
limitations this condition may entail. 
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C If furflier clarification is needed, a Medical Fitness for Duty Examination (MFFDE) or SuitabiUty 
Review Protocol examinanon (SM) may be ordered. Hic employee will be examined by a DBA- 
appointed physician Tlie physician will beprovided with a Hst of questions, a copy of the employee's 
perfonnance^ork plan, and the cuixent position description. This process allows the assessment of the 
employee's abihty to perfonn specifically assigned duties. 

D. If bi^ed on the results of a Medical Fitness for Duty Examination, accommodation cannot be 
provided, reassignment within DEA or other appropriate action will be taken. 

2735.19 DEA Smoking Guidelines 

A. It is DEA policy to protect the rights of nonsmokers (both Federal employees and visitors) by 
prohibiUng smokmg m DEA-occupied buildmgs and facilities. To the extent feasible, DEA will attemtit 
to identify smoking areas in the vicmity of Federal facilities. ' 

B. DEA will establish a "nonsmoking" program to assist stnokers who wish to stop smoking. 

2735.20 Penalty Guidelines 

Appendix 2735A is apaitial listing of offenses and tlie corresponding possible penalties that may be 
miposed for certain types of offenses. These penalties are in addition to any applicable penalty " 
prescribed by law.* ^i- t- j 

'•'Revision 
* * Addition 
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